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"singe both are imvolved in the hroader agpects of buadgetmry and
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The pucedures of the OCR Alministrative Stall are relutively
sinple and informel, in vigw of the large muber of parsommel In the
office. Thare is little logeing or recordekeeping, and paper handling
has been mindmized. Certsin Dunctions (such a8 controlling the zome
of eonsideretion for promotions) are left %o the operating Sivisions.

Mnee eompletion of o swrvey, a new Asgistant Chiel of the
Mmin, Mmmwmwmmmmmmw
the AD/CR to devete more atiention to records uanagement and tesining.
Hnwever, the probless mMMMntmlm&%mmm
with the Gtaff Chlef duwring our survey appesr still to spely, althoush
to a losser sxbent.

The delinestion of responsibilities bLetween ihe Assistant Thie?
sf the Staff and the Budget and Plgeal Officer should be clarilied,

fisenl poliey, sl this is Durther ctoplicated by the feet thet wost
of the Tisesnl bookkeeping is done by & CS-7 Abninigtretive Assistant.
This situation war zore sppasrent waler the former Assistent Jbiof,
vhose background vos in budgst and fiscal worl; the new Assistact
Chief is more econcerned with other sduministrative Dunetlons and 1o
spanding less time on budgetery nebters.

The Professional Personpel Off0Mcer and the (lerical Persomrwl
Officer are primaxrily concerned with employee rmlations, recwuliome)
and training guidsnce. The cleriesl positlom also ineludes awine
tenasece of the official T/0 sd sssistance in preparation of the &
portion of the office budget. Hemaon for the dichotomy botwuen
professional and clerical work s that the OfPiee Staf¥ is Sivided
fnbo spproximatels half in esch entegory.

As in otheyr Cffices, OCR's regruitment functions haye dwindlerd
sonsldernhly, aithough there is still mome of this acstiviiy beemus
the an duty strength has dropped below ceiling. The elerienl P.O.
iob inclndes functions of a clerical natwre (e.g. T/0 malatenence, !
time end attemdance records) which can, and should, he ssadgued
to the (o0 Secretary-Typing positions. These positions sre nov 1
sorwerned more with traiaisg of O0F personne]l then they were sb the
time of o sarvey, so thal it Is possible that ther ave both Mally
JustiMed. However, in the light of experience of other offleas, It 3,
does not seem likely that this high level of training setivity Wil !

|
SECRET |
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It showld alsc be noted that the OCR Admin. Staff, upon dis.
solution of the Operation Jaf?, assumed only two major fusctiong.-
records masegement =od training--as well as two additional smployees
and positions. It does 8ot sess 1ikely that training vould involvs
one position full~time even in an Office as large as OCH. Recoxds
Hanagpement iz nov boing handled by the Agsistant Chief znd by a
alark,

It is recomended thal:

a&. The buldget and fiscel function in the OCR Admin. Stalf
he clarified, so that there is 8 clesr Alstinction betwean
mmmmmmwmma Cffleer.

b, Transfer T/0 and persommel recordekeeping funetions
from the Clerical Persommel Officer to tha (8.5 Secreturiyw

Typing.
c. The Yanspement Staflf re-examine the Clericsl ersennel

Offear yosition in three months to determine vhethar the
fanction involved ‘ustify a Malletime positlion.
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Erogedures - OCR Administrative Staff

A. Persomnel
I. Proswtions

Hemorandiz: received from division chief requesting promwilon, or,
after OCR C.5.3. meets, notice of approval is sent down (see
vacaney motice procedure) to Admin Staff. (This applies only
when the individual to be promwted 1s Lo go to o vacant position;
not when he's alresly in the higher-graded positiony

1. [ Jreceives request or potice pulls employee fulder and
ohesks for recent Pitness Report (calls division if cve is
needed ); attaches request or notice to folder. To

2. [Ichecks for adequate time in grade, checks T/0 for
slot evallability. Back o |

h. [ ]envelopes coriginal sd puts in Out box; puts copy in
sugpense file,

5. [ | receives 1150 and new 1152a; pulls 1152e from suspense,
esters on it effective date of promotion. Putz 1152a (cld amd

nev} in employee folder and files. 1150 4o

{general imtearest), to[__ chenges T/0), then to division.
[ |changes Kardex (5x8 cerd, no form £).

1. File or P.H.S. sent from OfF; clerical logs in on 3x5 slip.
Haters Sate on file cover stwet; sends pofessionals to
clericals o | They route to spproprilate divinton; tock

to] |
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3. If inddvidual not o be hired, folder is logsed out oa 3x5
card (filed alphsbetically), sent to O/P. If to be hired,
[ 1types 1152a {CAl), preperes folder and 5«5 eard.

L. See steps 3 to 5 under Fromotions.

Procedure ssme as for promotions, Admin Stalf receives vacancy
notloe nominstion after Career Service Board aots. o
1152a's {all). [ ]siens

orally. Galning office sends 1152 for
to sign. [ |ehanges T/0 book; removes Kardex
: amployss. When 1150 regeived, i ed in inactive
file [ | folder is destroyed emcspt for materisl uhich {a
of uss 0o galning offfece.

V. BSeparaticus aod LVOP
1. Besigpstions
& [ |receives memo from employes. She calle O/P to

arrange pre-exit interviav and notes oo menc the date of the
interview.

e  {0s2); ot ol |

Gy talk to employee sbout resignation,
ok 1152s and give to[— 4o sign.

4. Seoc Renssigaments Outeide OOR,

B w
8. [ |receives request. Recommseda action by
Y —— b ]

b. If approved types 1152s (signed by [ ] %
wt;m%

i. [____lreceives O/P P.S.I. form with listing of nmmes of
suployees to receive inersase. She groups the forms by
divisions, sends to divistions.

Approved For Release ZOOSECRET-RDPM-00901A000300050006-7

25X

25X

26X

25X

25X

25X

—




25X1
25X1

25X1

25X1

25X1

Approved For Release 2005/07/133@@%11 -00901A000400050006-7

2. When returned, signed, she shecks off on O/P list and gives
to

3. | exumine to determine vhether anyone has
been overlocked. ta

b [ Imerks ineresss in Kerdex, returns forms to O/P.
Keeps O/P list for six months.

1. Gaoe & moath gets OfP listing of due Pitness Reporis.
&nmnw;of JB. form sod makes o 1ist of reports due by
division and sends forms to divialon.

[;&ag This list is wnnecessary.
Recommend: Eliminate./

3. After returned,[_____ hotes reting on her saslysis sheet of
F.R.'s, sends Okl of F.R. to O/F, files copy ia employee's
folder.

VIII. Oriestation

has nev @ployess read OCR Admin. Guide. Diviaions heve
yae i1l out pecessary forms.

. Training Requost loggsd in by clerical, reviewed by
t {clarical) ml:l(grguﬁ.eml &l all external). Review
to determine if properly completed and whether requested training
is reasonsble. They sign T.R.'s.

2. BRescord on d1tt0'd sheet: nmm of smployee, division, Gate,
SO . ts is wesd for momthly report./ Send o OIR.

p

1. Dittc mester 13 £ vy the division, logsed in by Admin StafY
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2. Bbhe types a J in fromt of the slot suber; types ot Lotlom
of notice "Chief, Mnin Staff, OUR" and due dats. Determines
from division vhether there's an OCR candidate for
tha job snd types this on the master. ﬁinm%e:
apd[ | for comments.

b, dittons or glves to lerical to diito snd distribute to
T offices. logged out {looee leaf book). [ | keaps sopy
in a folder. '

5 [ |eecetves applications, files copies in notice frlder and
sends originals to divisions {(with employee's folder if sn
OCR employee).

6. After desdline dmte[ |kypes listing of vmcancies sad of
ngaa for the pext OCR C.5.B. mesting, {or mPcommittes
paeting ).

T+ After the mosting the division chief notiltes sslacied canw
a:xm.| |

8, WMW&WMMWWW&%&
nals are filed in folder {1f OCR eployes). If not OCR
employee, file with vacandy notice for one yesr.

9. Bivision thon sends in reguest forr Persomnel Action.

1. Em notice, wlis on due dste (earlier than prescribed).
’ COF »

2. She regaives applicoations. Types iisting of veconcies and
applicanta for €.9.8. meeting. €.S5.B. decides vhich spplicstions
will be foruarded.

3. Bends original of cation to office with vacancy (logs cut)
and eends sopy to X; filess copy with copy of notioe.
B. Dudgst nd

NS Sk ot TR gt 3

1.

ER IO

1. Stroug sends eall 4o 4divisions to sulmit estimetos
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25X1 2. [ Ibrings fissal records up to date; has[  |sumerize 25X%1
08 & 09 estimates Ly fasily class ang group; [ |develope 25X1
total estimstes for treveld;| | and Asst. Stalf 25X 1
_ (hief davelop 01 estimate totals. Enter totals in preseribed !
forms.

3. Semt to AD for sigasture; then to DD/I. _ |
L, later reesive advice of Allotment from Comptroller. [ | 25X1

odviscs divisions of sllotaents.

25X1 G sete up Property mm:.aa, m.amz Comtrol,

25X1 [ Jis custodiss, slternate. Pund established by memo-

rendwn to Mamnee Bi requesting an advencs. Uped as a taxd
fund .
Employee @oing travel is supposed toeall[ | to obtain 25X1

Ageney ear; if none is available, he then takes taxti. In practice,
amployees freguently take eabs (without prior mmm;m), oo
4 Ain Staff and aign & receipt obtsin cash.

25X1 [ |sends in & monthly ascounting by infividusl for edvence,
25X1 signed by | with signed receipts.
| : S

255)(1 1. |:|rmin %A cmrds, sands to divisions.
|

3 2, Division return cards %0 her, arrsaged in payroll order.
I fhe cheoks for signstuves sand then delivers cands to peyroll.

25X1 1. [ | pieks up the checks on her way to vork, scoompanied by
| & 118t 0/P. Checks ave arvenged by division. Gives
25)5(1 chooks to
25X 1 2. [ Joulls cut checks and places with agpropriste divielon.
| 1., Division 2lerks pleiup checks and sign the O/P list.
' i
| 1. Division types requisition master (2, 88)., ™o 25X
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2, [__]ond in P.A. record; checks cost of itam in
W!mu&l%wn&ﬁﬂﬁm%mﬁwﬁm)wﬁ
ingerts on £. 88; checks for sufficient justificetion; checks
record for availsble funds snd stanmpe reguisition; asterc on
reguisition requisition mumber end sends requisition to D.8.0.
for musber and vousher mumher. [ Jenters latter two in P.A.
reeord.

3+ Be8.0, returms dittoed copy with requisition mmber, 3.8.0.
mamber aad voucher panber. sxbers lstter two in P.A.
record. Leter receives copy of purchass order and enteve price
in P.A. rocaord aod on regaisition.

L, [ ]reconciles recards sach month from Comptroller reporis.

5. Items regquisitionsd ers dolivered directly. Admin Staff
receives no receipt or informetion of deldvery. [ |files
copdes of requisitions.

Contracts for rental services snd for resesrch exo handled in the
requisition method. ASnin. 3taff is mot involved in poreonal
services contracts exsept v hanile itravel vouchers.

A. Domestic
L. Treveler sutmits form {no form no.) reguesting lssuance
of trayel order to

2. [ Jtypes T.0. sod Reguest for Advince; detaches copy
of 7.0 apd files with origiloel regquest and sends T.0.
and Peguest to AD's Office for signature.

3. E,o.mw'w‘wﬁmﬂ@ vho thes seads T.0.
%o Central t Pranch sl Feguest for Advence to
Piacal Division. then calls C.P.B. to arrangs for

tickets. C.FP.B. sexds over Transportation Reguest for
traveler's signmbare.

4. C.P.B. sends over tickets to |s:t,mv 0 traveler
mxi Soptroys origlnel reguosts

9. ‘Traveler prepsres his cwn Trevel Voucher, gives
Shie cheoks for aceuracy, detaches a copy ond sends o
r. Files oopy with Trawl. Crder.
Bvery mm,| |Ms T.0.'s for that period
mmiwmg
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3. Foreig

1. Traveler prepares stalf stuly aralt. e 1
then to Asst. Chief to veview. s 25X

Action Bequest end Beport (OBS), semds to Medicsl Staf?.
(vottom half is returned and £iled in treveler's foldar.)

3« Traveler takes staff study draft to C,0.B., then to 25X
o gots 1t duplicsted and signed by AD. Then distributes.

25X1 by [ ]ddrects traveler for shote Iuggege, otc. The types

T.0. and Baguest, gives these tq' * |{ansis 25X

obligation reference muber and obligetes in —ecord; 25X
signs T.0.) then %o AD for stignsture.

5. Coordinsted staff study given to traveler, wi D &
tale to C.P.B. & » With T.0., to

25X1 6. Vhemn treveler returni, bas him write trip report.
Sae has 1% dfttoed, eupy to sash Aivi AD and
0/, T eveler prepares Travel Voucher. '

T.¥., then to AD. ° 25X

25X1 To [ |asteches of T.V. 8ot pends v ,
AT e WWM'; 1A “m ariginal to Comptrollar,

g.
25X1 25X
” _
officer. 2541

25X1 Yorms: [ |exmmines proposed forms, logs in forme, requisit

log, seads to Asst. Chief to sign. 1oes v Toauisition

e Division gam;: requisition {£. 70).
25X1 sign ool send tagmq!h. mEshar sands to Mast. Chief to

! Approved For Releaséglgfﬁlﬁfl ?_ : CIA-RDP61-00901A000300050006-7
LS



